BY ORDER OF THE COMMANDER AFMC INSTRUCTION 33-201
AIR FORCE MATERIEL COMMAND 27 JUNE 2000

Comnunications and | nformation

AFMC-CONTROLLED MULTIPLE ADDRESS
LETTERS (CMAL)

COMPLIANCE WITH THISPUBLICATION IS MANDATORY

NOTICE: This publication is available dgitally on the HQ AFMC WWW site at: http://
afmc.wpafb.af.mil.

OPR HQ AFMC/SCLP (C.Vondenhevel) Cettified by: HQ AFMC/SCD (Gary Brooks)
Supersedes AFMCI 37-201,22 January 1996 Pages: 6
Distribution: F

This indgruction implements AFMCPD 33-2, AFMC-Controlled Multiple Address Letters (CMAL). It
explains how to fomat and prepareNALs and gves procedures to beegsfor pulication and distribu-
tion & CMALSs. This instructim appliesto all AFMC organizationswhich issie CMALSs. Thisinstruction
does nbapply b the Air Nationd Guard or US Air Force Reserve units am memlers.

SUMMARY OF REVISIONS

This revision convets the instruction from the 37 series (Information Managenenf) to the 33 seies

(Communications and Information). It updates organizational titlesand addresses in Table A1.1. and

throughout the puldation. k updates numbe anditles d referenced puldications (paragraph2.2.2. and
4.2.). This revisbn corrects lie referenceo the obsdete Publication Distribution Office (PDO) and
shows the corred organizations: the AF Electronic Transaction System (ETS) and the AF Publication

Distribution Center (AFPDC). It also deletes tarequiremert to send ore copy of ech CMAL to AFMC,;

now send ony the annal CMAL index (paragraph.4.).

1. Use andControl of CMALs . The QMAL is atypeof specialized publicationn letter fnemorandum)
format that is isued by authorized AFMC organizatiowsich have Air Force-wde resporsibility for a
speific functional ara. CMALs provide a means of communicatinganmation,instructions, and
required operating procedusdo Air Forceactivities. CMAL s can transnit informationand instructiors,
which ae not normally included inAir Force standard publicatis Becase of time limitations, you may
want to include data or structionsthat will later be conveyed in @tandard publicatiorlCMALSs are typ-
ically addressed to multiple Air Fore activities, non-D® agencies athcontactors ard are distributed by
the issuingactivity.
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1.1 Each CMAL is numberd in sequene in the calendr year ssuedand islisted in an index issued
in January eeh year. (See paragaph 3)

1.2 Each CMAL cariies an expiration e if it changesa standard publication. Thexpiration date
will not be mee than 12 maths dter the issuglate. There is no expation date on an “iformation
only” CMAL.

1.3 CMALSs contain oly mission essentialinformatiar and mustite the drective thait affects.

1.4. Do nd use a CMAL to pescribeanew or revised fom orreport, orto change an Ai Force stan-
dard publication withouHQ USAF permission.

2. Respmsibilities.

2.1 HQ AFMC/SCDP monitors the sge and ontrol of CMALs. To request authorizationd issue
CMALSs, contact HQ AFMC/SCDRI225 Logstics Avenue, Room A112, Wyht-Patterson AFB OH
454335744.

2.2 Issuing Agency.Attachment 1 assignsthe responsbility for issuing CMALS in specific func-

tiond areas. Thissuing ageng issues CMALs in their gecific functiona area, and periodicaly

reviews ard reindsthem when no longesssential. To prepae a CMAL, use the poceduresshown

in attachmen 2. M ALs are numbered and didiaited by the isuing agency. (See paragphs 3 and
4.) Seml questions or comments alidbie contenof individual QVIALSs to the ssuing agency.

2.21. The isuing ageny asignsan expration date to tle CMAL if the CMAL changgs a stan-
dardpublicaion. That dée must not be more tan 12 monis aftertheissue dae. Dav't use an
indefinite date or phrsessud as, “when included n AFI 12-34” The CMAL becomes obolete
after its expiration date,when rescinded, or whe it is incorpaated in astandad publication.

2.2.2. Theissuirg agency must citethe lette or messagérom HQ USAF, which gantsauthority

if the QMAL changes the provisions of an Aorce publicationPrepare, caalinate, and process
the revision to the Air Force pubdition according b the proedures in AFI 33-360, Volume .,
The AirForce Publicationand Forms Management Pnagmns--Developing and Prosgng Pub-
lications, anc AFI 33-360, Volume , TheAir Force Publications ad FormsManagenent Pro-
grams--Deweloping and Procssing Form:. Ensue that thaevision isofficially published within
12 months 6 the da¢ the QM AL is issued (i.e beore tre CMAL expires).

2.3 Using Agency. The using agesy must notify the isuing agency b change distribution needs or
to receive CMALs in aspecific functional areaDirectall distribution requsts to the ssuing agency.

3. Numbering. Thefirst CMAL letter issued n Januay each yeamill be the indexwhich will befiled
in front d all CMALSs currently in farce, including pror year numberedCMALs. CMAL letters are num-
bered in segence fa control purposesTheCMAL number configuration will be the last two ditg of the
calendar year fotlwed by a dash and the nerfjgential numbe The ndex numbe will consist of the
last two digits of the e@lendar year in which it is issuedfollowed by a daslzero. For @amplk: CMAL
00-0 for the @enda year 2000 would be #&index followed by 001, 00-2, and so on. The index ca
be evised at ary time during tle year.If revised,keg the same ind& number buthange tle date.
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4. Distribution.

4.1 The isuing agency coadinates each new aevised CMAL wi th eah organization that iaffects,
maintainsthe distribution list ad distributessachCMAL. CMALs are not controlled or mied
throughthe AF Electronic Transation System(ETS) or the A= Publcation Distribution Center
(AFPDC) aml so may nd berequisitioned from eitherorganization.

4.2 IAW AFMAN 33-326,Prepating Officid Communication, organizations maesgblish distri-
bution codes or lists tosatidy internal requiemens. If establshed, povide the ist to the Bse Infor-
mation Trarsfer Center(BITC) and keep talist curent.

4.3. Issuing agenciesshould establish electronic communtations links wih as manyaddressees as
possible and maxinize electronic distribdion of CMALSs.

4.4. Send e copy of CMALs thataffect an Air Forcepublication to the OPR of t& pulication.
Send one cop of each annuaCMAL index by e-mail if possible to HQARMIC.SM @wpab.af.mil or
by mal to HQ AFMC/SCDP, 428 Logistics Avenue,Room A112, Wright-Patterson AFB OH
454335744.Send CMAL to each addrase o the distrbution ist.

4.5. The isuing agency mustsurvey Air Forceactivities annually tovalidaterequirements for
CMALs. Contat addressees on the distributiotist and veify their need fo the CMAL, the number
of copiesneeckd and verfy comect mailing or e-mail addesss. Revise distrbution requirementsas
needed.

DEBRA A. HALEY, SES
Director, Communications am Information
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Attachmern 1
FUNCTIONAL AREAS AND ORGANIZATIONS AUTHORIZED TO ISSUE CMALS

FUNCTIONAL AREA AFMC ISSUING AUTHORIZING
ORGANIZATION DIRECTIVES
AF Fuels Division - SA-ALC/ SFRP AFMAN 23-110

Supply Management
Business Area (DBOF)'

Human Systems Center 311HSC/YACL-PA AFMAN 23-110
AF Clothing and Textile? (AFCTO)

AF Metrology and AFMETCAL/MLSP AFI21-113
Calibration

(AFMETCAL) Programs’

' SA-ALC/SFRP 1014 Billy Mitchell Blvd, Suite 1 Kelly AFB TX 78241-5603
2311HSW/YACL-PA (AFCTO) 700 Robbins Ave., Bldg. 6D South, Philadelphia PA 19111-5096
3> AFMETCAL/MLSP 813 Irving-Wick Drive West, Newark OH 43056-6116



AFMCI33-201 27 JUNE 2000 5
Attachment 2
HOW T O PREPARE A CMAL

A2.1. Prepare a CMALoON theissuing aganiztion’s letterhead.

A2.2. Thefirst heading enty is the*Memo For” line.You may either place the distributiastlona sep-
arate pagdist the @tegaies a activities d addresees or reference docal distribution code(See para-

graph 4.2.)

A2.3. Thesecond heading emtis the “Attention:” Ine. Namethefunctional area fothe personnel that
are toreceive the CMAL, for example,* Attention: Chief of Servics.”

A2.4. The thrd heading ertry is the identifi caton or “From” line. Show the complete office symiol,
streetaddress andzip cock of the issuing agency.

A2.5. The fouth headig entty is the subjet line. Shav the tile ofthe CMAL, the CMAL number ad if
the QVMAL supeasedes a previousNMAL, statein parenthesis the office symbol of the sugeded GJ1AL,
the CMAL number aml date.

A2.6. Thefifth heading entrydgthe®Authority” line. Cite all precribing Air Force drectives including
AFMCPD 33-2 ard this instruction. If the CMAL exceeds the authority ofdlprescribing directiveshow
the communicatio from HQ USAF thaauthaizes the exepion.

A2.7. Thesixth heading enyris the®Expiratiori’ line. Show the expation date othe CMAL if oneis
required. (Se paragraph 1.2. for poligy on expiration dats)

A2.8. Begin thefirst line oftext two line spa&es belov thelast line of the heading. $nglespace tle text,
but doubé space betwan paragraphs.

A2.9. Do not tse an authority line.Type or starp the signaturelement at leat threespaces to the right
of page centefive lines belav the lastine o text Showthename n capitals gradeand servicefimili-
tary on the first line, duty title on #&second line,and nare of office or organizationdvel on athird line.
For addiional guidan@ see ARMAN 33-326,Preparing Offcial Communicatioa

A2.10. Type or stamp tle date o the iight side of tke first page te lines from the top of page drlinch
from the iight margn.
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Attachment 3

SAMPLE CMAL
(USE APPROPRIAE LETTERHEAD)
MEMORANDUM FOR SEE DISTRIBUTION A
ATTENTION: Chief of Sevices

FROM: HQ AFMC/SCDP
4225 Lagtics Avenue,Room A112
Wight-Patteson AFB OH 454335744

SUBJECT: Index ofControlled Multiple Address Lettels (CMALS)
CMAL No 00-0
(Supersedes AFMC/SC CMAL 99-0, 3 Jan 99)
AUTHORITY: AFMAN 23-110, AAMCPD 332, and AFMCI 33201
EXPIRES: 31 December 2@unless rescinded or supersegd.

1. The following AFMC QVIALSs, published by AFMCn accordanewith AFMCI 33-201, aecurrert as
of 31 December 1999.

NUMBER SUBJECT DATE | D
991 Calibration We of Torque [Bvices 2%n 99
995 Cap, Garrison, Qicer's Women'sNSN 8410-01213-4773%) 22 Mar 99
99-6 Credt Sale & Aviation Fuel 21Apr 99

2. Submt requiremergfor initial distribution of CMALS, addres or requirement changeés HQ AFMC/
SCDP, Mr. MarkD. Block, 425 LogisticsAvenue, Roan A112, Wright-Patterson AFB OH
454335744, DM 1234567, e-mail: mark.blck@wpdb.af.mil.

PHIL A. BLANK, Colonel, USAF
DuTitle

Name of Office



